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children and professional development (AA, SM) 

 Act on any matters arising from the meetings ( AA, SM) 
 
 
For annual appraisals and supervision meetings the manager  is 
expected to meet  with each staff member annually (AA) and 
regularly (approx. 6 weekly ) for supervision meetings. 
 

 The manager should be available and prepared for the 
meeting 

 Should help set targets for the staff member 

 Ensure that any actions needed to support staff mem-
ber are taken. 

 Review employment contract annually. 
 
The manager should be available to meet with and discuss issues  
in between set meeting times as necessary. 
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Recruitment Policy 
 
When recruiting for new staff members we: 
 

 Advertise in the local area using;  Facebook, internet child 
care sites and in the church. 

 We set out the role; job description, qualified status, rates 
of pay and  hours, in the advertisement.  

 We short list the applicants collaboratively and offer inter-
views to the best suited applicants. 

 At interview we invite the candidate to come in and spend 
time meeting the team and the children and observe them 
interacting with both 

 The interview is usually conducted with the manager, Chair of 
Committee and the Lantern Church Vicar. We ask prepared 
questions  and score each candidate . 

 We will contact two referees for each candidate and offer 
the job if they support our decision from the interview 
score . 

 The successful candidate will also need to complete a DBS 
check and will have their employment confirmed when that 
has come back and after a three month settling in period.  

 The successful candidate will need to familiarise themselves 
with our policies, staff structure and routines and sign to say 
they have seen them and agree to them. 

 
 

Supervision Policy 
The manager and each member of staff agrees to  attend an annual 
appraisal (AA) and regular supervision meetings (SM). This is de-
signed to establish and maintain a professional, productive superviso-
ry relationship. It sets clear expectations for supervision which shall 
be mutually agreed and reviewed annually. 
 
Supervision meetings will be approximately every 6 weeks or once 
each half term.  
 
For annual appraisals and supervision meetings each member of staff 
are required to: 
 

 Complete an annual appraisal sheet and attend an annual 
meeting with manager of leader. (AA) 

 Sign a declaration of suitability to work in the preschool 
(AA) 

 Set targets with manager / leader  to improve impact on the 
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          Aims and Objectives 
How we aim to help your child: 

 
The Lantern Preschool exists for he benefit of families with children from 
2 years old to school age. It aims to provide and environment where chil-
dren: 

 can meet and learn to relate to other children 

 can meet and learn to relate to other adults 

 are safe, secured and loved 

 can learn to take part in activities away from home and family 
in an atmosphere of Christian love 

 are stimulated and allowed to develop their full potential edu-
cationally, socially, creatively, spiritually, emotionally, intellec-
tually and physically 

 are prepared for the changes in their lives that school will 
bring 

 

Admissions Policy 
          

It is our intention to make The Lantern Preschool genuinely 
accessible to children and families from all sections of the local  
community. In order to accomplish this we will: 
 

 Ensure that the existence of the preschool is widely 
           known in all local communities. We will place notices 
           advertising our preschool in places where all sections of  
           the community can see them, in more than one language if  
            appropriate 
 

 keep a place vacant, if it is financially viable in order to  
             accommodate emergency admissions 
 

 make our inclusion policy available 
 

 consult with families about the opening times of preschool 
             to avoid excluding anyone  
 

 be flexible about attendance patterns so as to accommodate needs 
of the individual children and families 

 

 continue to consult local parents to ensure that the preschool 
             goes on meeting the changing needs of the local community. 
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Confidentiality Policy 
                                                                                 
 
It is our intention to respect the privacy of children and their parents and car-
ers, while ensuring that they access high quality pre-school care and education. 
 
We aim to ensure that all parents and carers can share their information in the 
confidence that it will only be used to enhance the welfare of their children. 
 
To ensure that all those using - and working in - the pre-school can do so with 
confidence, we respect confidentiality in the following ways. 
 

 Parents have ready access to the files and records of their own children 
but do not have access to information about any other child. 

 

 Staff will not discuss personal information given by parents with other 
members of staff, (except for the Preschool Leader) except where it 
affects planning for the child's needs.  Staff induction includes an 
awareness of the importance of confidentiality in the role of the key 
person. 

 Any concerns/evidence relating to a child's personal safety are kept in a 
secure, confidential file and are shared with as few people as possible on 
a "need-to-know" basis. 

 

 Personal information about children, families and staff is kept securely in 
a lockable cupboard whilst remaining as accessible as possible. 

 

 Issues to do with the employment of staff, whether paid or unpaid, re-
main confidential to the people directly involved with making personnel deci-
sions. 

 

 Students, volunteers, and visitors to the preschool from Pre-school 
Learning Alliance or Early Years Borough of Poole, and other recognised 
Early Years Bodies, are advised of our confidentiality policy and required to 
respect it. 

 
All the undertakings above are subject to the paramount commitment of the pre
-school, which is to the safety and well-being of the child.  Please see also our 
policy on child protection.    
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 Nappy Changing and Intimate 
Care Procedure Policy 

Parents/carers are asked to bring a bag with spare nappies , wipes and or 
clothes for their child. This is to be left on the child’s peg. 
 

 Only one child is to be changed at any one time 

 The staff member must wear protective apron and gloves. 

 The designated changing area is in the disabled toilet, where there 
is a changing mat on the floor. 

 Staff will always keep the door open when changing nappies. 

 The dirty nappy will be put in a nappy sac along with the gloves and 
apron and thrown away in the designated nappy bin. 

 The changing mat is to be sprayed with antibacterial spray and 
wiped down after each use. 

 Staff members will wash hands after every nappy change. 

 Staff member will use an fresh apron and gloves for each child. 

 Staff member will complete the nappy changing record sheet for 
that child with the name of the staff member and whether the nap-
py was wet or soiled. 

 At the end of the session the nappy bin is to be emptied into the 
black dustbin outside. 

 
If a child has an accident or gets wet or dirty during play then the proce-
dure should be as follows: 
 

 The adult will assist the child to find suitable clothes to change into 

 The adult will take the child to a suitable place to change , ie the 
toilets, allowing them privacy . 

 The adult will encourage the child to be as independent as possible 
while changing, allowing for their age and ability. 

 The wet/dirty clothing should be placed in a bag to be taken home 
by the child. 
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Child collection Policy 
At The Lantern Preschool we consider the safety of the children in our care 
to be paramount. To this end we have this collections policy. 
 
On joining the preschool the parent/carer will sign the child's registration 

form. This form will give details of emergency contact, and parental 
contact phone numbers, and details of the main person who will normally 
collect the child at the end of a  session. 

 
If the child is to be collected by another regular collector, (eg childminder, 

grandparent), a letter giving permission must be issued by the named 
parent, and given to the  leader. Before the initial collection visit , the 
new collector should be introduced to the playgroup leader by the par-
ents/carer.  If this is not possible some form of identification of the 
new collector should be given to the  leader, before the initial collec-
tion, or a password is given to collector and preschool 

 
We understand that there are occasions when the nominated collector can-
not always collect the child from preschool.  If this is the case: 
The preschool will have a 'Collection Book', for use when a parent/carer tells 

us that someone other than themselves is going to collect their child. 
 
This book will show the name of the child, date, person who is collecting, 

parents signature. 
 

The Collection Book will be checked at the end of each session, by the play-
group leader.  A child who is not written down in the book should not be 
collected by another person.  If another parent/carer tries to collect a 
child and it has not been recorded, the parent will be contacted to clari-
fy this and be reminded of the collection procedure.   

In the event of a telephone message from the parent or carer, saying that 
they are allowing someone else to pick their child up, the preschool lead-
er will fill on the collection book, and the parent sign asap after the 
event. 

 
In the event of a child not being collected, the preschool will contact all 
persons named on the child's registration form.  Having waited and tried 
contact numbers, the preschool will then be forced to contact Social Ser-
vices (Duty Team), who will then advise on what to do next. 
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Complaints Procedure 
The Lantern Preschool aims to operate in a way which gives no cause for com-
plaint.  However, if parents are concerned about any aspect of preschool life 
they are asked initially to discuss it with the leader or the parents' representa-
tive.  If the matter cannot be resolved in this way a formal written complaint 
may be made, addressed to the preschool leader, or the Preschool Committee 
Chair: Rev Andy Rimmer. 
 
If a written complaint is received the preschool leader must inform the chair-
man of the  committee and the committee must consider the complaint.  Evi-
dence from all involved in the matter may be considered. The complainant will 
receive written information about the committee's decision.  If the complaint is 
considered justified, this information will include an indication of the steps 
being taken as a result of the complaint. We will respond to any complaints with-
in 28 days.  (p.30-31 statutory framework) 
 
 
If you are not satisfied after following this procedure, you can contact: 
 
The Early Years Complaints Team, at Ofsted: 0845 601 4772  
Or the Poole Child Protection Team 291999 (ask for duty officer) 
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 Fire Procedure 
 If a fire is observed a member of staff will set off the fire alarm. Other 
members of staff, on hearing the warning, are to ensure that everyone in the 
building is aware of the situation. 
 
On hearing the fire alarm 
 
1. All staff, except the senior member on duty (usually the preschool 
leader) collect children in their areas. One member of staff (if 
sufficient staff are on duty), is delegated to check the toilets, foyer 
and other rooms, by the senior member of staff. If all staff are with 
children then the senior member of staff will check these areas. 
All staff and children leave the building by the nearest exit and move to 
the assembly point which is outside on the grass area adjacent to  
Canford Magna. 
 
2. The senior member of staff phones the fire brigade by using the  phone, col-
lects the register (for children and staff), checks that the building is empty, 
either herself, or by checking with the delegated staff member who did the 
check. Then calls the register at the assembly point. 
 
3. A fire drill will take place every half term and details will be logged in  
the “Fire Book” 
 

Visitors Policy 
  

It is expected that all visitors report to the Preschool Leader immediately on 
arrival.  They will be asked to sign in to the 'Visitor's Book', with date and time 
of their arrival.  As the visitor leaves, they must sign out of the 'Visitor's Book', 
also. 
Professionalism and Confidentiality is required at all times by the visitor. 
 
Visitors will be required to show identification badges, or NOT be allowed in. 
 
Due to the age of the children it is not acceptable to: 

 Use Bad Language 

 Smoke 

 Show and aggressive or officious manner 
 

 
Access to Information Policy 

The Lantern Preschool believes that the written information which it holds about 
staff, children, parents, preschool policies and procedures and about reports 
from outside agencies should be easily available to those who have a legitimate 
interest. 
 
In keeping with the Data Protection Act (1998), records about individual children 
are available on request to their parents or guardians.  If these records are 
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 We have fresh drinking water constantly available for the children.  
We inform the children about how to obtain the water and that they can 
ask for water at any time during the session/day. 

 

 For children who drink milk, we provide whole, pasteurised milk. 
 
 

Procedure when a child is missing 
When a child is thought to be missing staff should follow this procedure: 
 
1. Inform the preschool leader or the senior member of staff who 
 will: 
2. Initiate a search of the building and inform all other staff. 
3. Close some of the rooms being used and leave remaining children in 
 the care of the minimum number of staff thought necessary. 
4. Inform the parent of the missing child by phone and initiate a 
 search in the local area. 
 
Police will be informed immediately if abduction appears to be a possibility or, 
in any case, if the child has not been found within ten minutes. 
 

 
Outings & Transport Policy 

                                       
Outing Arrangements 
Parents are asked to sign a permission slip on the registration form, for local 
outings on foot when their child is admitted to the playgroup.  These small 
outings may include visiting the mobile library, or the post box.   
 
For other outings, such as visiting the local school, the parent will always be 
informed in writing , and a consent form will need to be signed by the parent.  
Parents are always invited to help with the playgroup outings. 
 
Coach outings are arranged from time to time, usually annually.  Parents are 
always invited on these.  Separate Permission slips and details of the outing 
will be given to the parents in writing at the time. 
 
The adult:child ratio on outings is always 1:3 or better. 
 
Transport Arrangements 
Coaches 
When hiring coaches the playgroup uses only coaches with seat belts fitted. 
 Each person, however young, is allocated one seat. 
Private Cars 
Private cars are not used for formal playgroup visits. 
 
Theatre Visits 
When informal theatre visits etc. are co-ordinated by the playgroup it may put 
those needing lifts in contact with those offering lifts, but the playgroup 
takes no responsibility for the safety and efficiency of these lifts made by 
private agreement. 
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 Food and Drink Policy 
The Lantern Preschool regards snack time as an important part of the pre-
school's session.  Eating represents a social time for children and adults and 
helps children to learn about healthy eating. 
 
At snack time, we aim to provide nutritious food, which meets the children's 
individual dietary needs.  We aim to meet the full requirements of Ofsted's Care 
Standards on Food and Drink. 
 
Methods 
 

 Before a child starts to attend the pre-school, we find out from parents 
their children's dietary needs, including any allergies. 

 

 We record information about each child's dietary needs in her/his regis-
tration record and parents sign the record to signify that it is correct. 

 

 We regularly consult with parents to ensure that our records of their 
children's dietary needs - including any allergies - are up-to-date.  Parents 
sign the up-dated record to signify that it is correct. 

 

 We display current information about individual children's dietary needs 
so that all staff and volunteers are fully informed about them, in the daily 
file. 

 

 We ensure that children receive only food and drink which is consistent 
with their dietary needs and their parents' wishes. 

 

 We provide nutritious food for all snacks, avoiding large quantities of 
fat, sugar and salt and artificial additives, preservatives and colourings. 

 

 We include foods from the diet of each of the children's cultural back-
grounds, providing children with familiar foods and introducing them to new 
ones. 

 Through discussion with parents and research reading by staff, we ob-
tain information about the dietary rules of the religious groups to which 
children and their parents belong, and of vegetarians and vegans, and 
about food allergies.  We take account of this information in the provi-
sion of food and drinks. 

 

 We require staff to show sensitivity in providing for children's diets and 
allergies.  Staff do not use a child's diet or allergy as a label for the child 
or make a child feel singled out because of her/his diet or allergy. 

 

 We organise snack times so that they are social occasions in which chil-
dren and staff participate. 

 

 We use snack times to help children to develop independence through 
making choices, serving food and drink and feeding themselves. 
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 shown to other professionals (e.g. healthcare, education or social service pro-
fessionals) the parents of the children concerned will be informed. 
 
All records about children in the preschool will be kept locked in a cupboard, 
which only the preschool leader and deputy have keys to.  Storage of infor-
mation about children at the preschool, incidents and accidents will be kept 
after the child has left the preschool in keeping with guidelines from Ofsted, 
and in accordance to the Data Protection Act (1998). 
 
 We now use an online interactive learning Journal, Tapestry .  The Tapestry 
security  document can be located  on our website and from the preschool man-
agement if requested. 
 
The preschool brochure gives information about how written information may 
be viewed. 
 
The preschool have registered with ICO information Commissioner's Office . 
Our reference is: ZA168830 
 
 
 
Ref: Data Protection Act (1998) http://www.ico.gov.uk/what_we_cover/
data_protection.aspx 
 

http://www.ico.gov.uk/what_we_cover/data_protection.aspx
http://www.ico.gov.uk/what_we_cover/data_protection.aspx
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 First Aid and Medication Policies 
  
Illness: 
Children will not attend preschool if they are known to have infectious illness-
es, such as: 

Sickness and/or diarrhoea 
Conjunctivitis 
Thread worms 
Impetigo 
Head lice 
Swine flu 
Meningitis 
Chicken pox, and any other infectious illness. 
 

When a child becomes ill or has a serious accident parents are informed by 
telephone and the child is cared for by a member of staff (first aid trained 
where appropriate) An ambulance may be called or the child taken to the doc-
tors' surgery first if this is thought necessary.   Ill and seriously injured chil-
dren will be cared for away from other children. 
The First Aid box is found in the Kitchen, along with a first aid book. All inju-
ries and accidents will be recorded. 
  
Emergencies 
Emergencies differ in nature and so responses will be different but these 
general principles apply: 
 1. Staff remain calm and attempt to keep children calm and  
  occupied. 
 2. The preschool leader or senior member of staff is informed 
  immediately and takes control of the situation. 
 3. Children are isolated from danger or upsetting circumstances. 
 4. Some staff are allocated to look after the children while  
  others deal with the emergency. 
 5. If appropriate parents are informed by telephone as soon as 
  possible. 
 

Medication 
Medication is not normally administered to children during preschool sessions.  
If parents know that their child will require medication during a session it is 
likely that the child will not be well enough to attend preschool.  However, we 
will finish courses of antibiotics if the parents complete the relevant permis-
sions.  
 
 
 
Inhalers and Emergency Allergy Medication 
 
Inhalers and emergency allergy medication should be clearly labeled with the 
child's name and handed to the playgroup leader with clear written instruc-
tions.  During playgroup sessions they will be kept in the kitchen in the medi-
cines box or, when on outings, with the preschool  leader.  At other times they 
will be returned to parents or locked away.  Only First Aid trained staff will 
administer medications. 
Parents of children with allergies that require medication are asked to provide 
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 photographs/ digital images to be recorded during settings events such as par-
ties, etc individual parents’ wishes must be considered. 
All staff should be made aware that failure to comply with policies/ procedures 
may result in disciplinary action being taken. 

 
 
Social networking sites 
Practitioners, volunteers, students, registered bodies etc should not: 

 Put details of their work on any form of social networking site. 

 Engage in any on-line activity that may compromise their professional 
responsibilities. 

2. Photographs, names of, or comments about children within the setting must 
never be placed on any social networking site. 

3. The Preschool has Facebook page but it does not put on names of children 
or pictures of children. It will be used a s an information sharing forum. 

4. Practitioners should be aware of the possible implications when entering 
any personal details on any gaming or social networking sites (e.g. you tube, Fa-
cebook, twitter, my space etc.) 

5. The computer/ laptop should only be used for setting related activities. 
Practitioners should not be permitted to use the computer/laptop to access 
social networking sires at any time, including designated breaks. 

6. All communications should be transparent and open to scrutiny. 
All staff should be made aware that failure to comply with policies and proce-
dures may result in disciplinary action being taken. 
 
 
Computer and laptop 

 Practitioners should not use the computer/ laptop for personal use. 

 All programmes used and websites accessed are appropriate and that chil-
dren are not able to access or download material that is unsuitable. 

 Practitioners should not install or store programmes of any type or try to 
alter any computer/ laptop settings. Unless permission has been granted and 
changes are inline with policies and procedures. 

 All email communication should be appropriate and written in a professional 
manner. 

 Caution should be taken if personal email addresses are used on the set-
tings computer/ laptop. 

 Email attachments should only be opened if they are from a source known 
and trusted, due to risk of the attachment containing viruses or other harmful 
programmes. 

  Illegal or inappropriate materials MUST NOT be uploaded downloaded or 
accessed. 
Practitioners should ensure that the settings computer /laptop is used appropri-
ately to avoid disabling or damaging equipment. 
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 E –Safety Policy 
 Mobile phone usage: 

 Practitioners, volunteers, students etc. should not have their private 
phones on their person during working hours. 

 Mobile phones should be kept in a secure area away from where the chil-
dren are accommodated. 

 Staff may use their mobile phones during breaks and in an area away 
from the children. 

 Setting practitioners are not to use any personal cameras including mo-
bile phones cameras to photograph the children. 

 Images taken of the settings or its children should be downloaded onto 
the settings computer /laptop only. Images must not be loaded onto any per-
sonal computer. 

 Visitors and parents should be asked to switch off their mobile phones 
while on the premises. If they need to use their phone they should be asked 
to do so away from the children. 
All staff should be made aware that failure to comply with policies and proce-
dures may result in disciplinary action being taken. 
 
 
Digital and Video images 

 Permission from parents/ carers should be obtained and documented 
before any images of their children are recorded. 

 Parents must be made fully aware of hoe images of their children may be 
used or must have the right to decide if they wish their children to be photo-
graphed. Parents must be able to have a say in how these photos will be used. 

 Digital images should be stored in a separate file on the computer, which 
is accessed by setting practitioners only. These images must be stored in 
accordance to the data protection laws. 

 While using digital images, practitioners should be aware of the risk 
associated with taking, using, sharing and publishing and the distribution of 
images. They should only be shared as appropriate and in line with the set-
tings policy. 

 Practitioners (with parental permission) may take digital images using the 
settings camera only to support educational aims, but must follow the settings 
policies. 

 Setting practitioners should ONLY use the setting equipment: personal 
equipment should NOT be used to record images of the children. 

 Staff should be vigilant when taking digital/video images of the children 
to ensure that they are appropriately dressed. 

 Written permission must be obtained and recorded before photographs 
are published on the settings website, or used for any other purpose. 

 Children’s full names should not be used anywhere on the settings web-
site or literature. 

 All parents should be asked to provide written permission/ consent for  9 

 

a set of medication that can stay at the preschool all of the time, and a letter 
confirming that this medication can be administered by a member of staff. and 
instructions on dosage etc.  This letter is with the child’s registration form. 
 
Asthma 

The Lantern Preschool is committed to providing equality of opportunity and 
anti-discriminatory practice for all children and families.  In this we recognise 
that asthma is an important condition affecting many children. At the Lantern 
Preschool we will: 

 
• Encourage and help children with asthma to participate fully in activities. 

 
• Ensure children have immediate access to reliever inhalers. 

 
• Ensure the Group environment is favourable to children with asthma. 

 
• Ensure that the other children  understand asthma, enabling them to support 
their friends with the condition so that children with asthma can avoid the 
stigma sometimes attached to this long-term condition. 

 
• Provide guidance on what to do in the event of a child having an asthma at-
tack.  

 
• Reassure parents of children with asthma that their children are in a safe, 
caring environment. 

 
• Promote action by parents and teachers to actively support the policy in the 
Group.  

 
Roles and Responsibilities in the Lantern preschool 
Parents/carers need to:  
1. Provide written information detailing: 
• what asthma medication the child takes and when 
• what triggers the child's asthma and what to do if the child's asthma gets 
worse  
• who to contact in the case of an emergency and where to contact them  
 
tion and decide who should administer the medication when the key worker is 
not available. 
 
13. Ensure the Group environment is as safe as possible for children with asth-
ma. For example, adopt a no smoking policy. Do not keep furry or feathery pets 
as they can trigger asthma symptoms.  

 
 
http://www.asthma.org.uk/ 
 
 
 

http://www.asthma.org.uk/
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The Lantern preschool will: 
1. Work in partnership with parents and health care workers to identify the 
needs of children with asthma and use their asthma management plans to ensure 
that asthma is effectively controlled. 
 
2. Inform all parents about the asthma policy of the group and their responsibili-
ties.  
 
3. Ensure that staff receive training about asthma and how to deal with asthma 
attacks. staff should receive annual updates. 
 
4. Ensure children have immediate access to their reliever inhalers. Decide on the 
best place for the inhaler to be kept and make sure that all the relevant people, 
especially the child, know where to find it. Do not cause delay by locking it up or 
keeping it in a room away from the child. 
 
5. Ensure that clear written records are kept for children with asthma, detailing 
information from the parent on: 
• what medication is to be taken 
• when it is to be taken 
• how it is to be taken 
• how to tell when the child's asthma is getting worse 
• what to do if his asthma gets worse 
 
6. Ensure the child's asthma medication is labelled with his full name. 
 
7. Ensure that a record is kept each time a child takes medication. 
 
8. Make sure that the person collecting the child is informed if the child has had 
to take medication. 
 
9. Ask parents to bring a spare inhaler to be kept at the group in case of emer-
gency. 
 
10. Keep spare reliever inhalers marked with the child's full name in an agreed 
and readily accessible place. 
 
11. Make sure the inhalers are always taken on group trips. 
 
12. Ensure any spare medication stored by the group is labelled and has not 
passed its expiry date.  
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individual educational plans (Setting Support Plan) for children with SEN/
disabilities. There is a graduated response depending on the need of the 
child. 
 
We use a system for keeping records of the assessment, planning, provision 
and review for children with SEN/disabilities. 
 
We provide resources (human and financial) to implement our SEN/disability 
policy. 
 
We ensure the privacy of children with SEN/disabilities when intimate care 
is being provided. 
 
We provide in-service training for practitioners and volunteers. 
 
We raise awareness of any specialism the setting has to offer, e.g. Makaton 
trained staff. 
 
We ensure the effectiveness of our SEN/disability provision by collecting 
information from a range of sources e.g. Setting Support Plan  reviews, 
staff and management meetings, parental and external agencies views, in-
spections and feedback.  This information is collated, evaluated and re-
viewed annually.  
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 SEND Policy 
We provide an environment in which all children are supported to reach their 
full potential. 
 

 We have regard for the DFES Special Educational Needs Code of Prac-
tice. 

 

 We include all children in our provision. 
 

 We provide practitioners to help support parents and children with 
special educational needs or disabilities. (SEND) 

 

 We identify the specific needs of children with SEND and meet those 
needs through a range of strategies. 

 

 We work in partnership with parents and other agencies in meeting 
individual children's needs. 

 

 We monitor and review our practice and provision and, if necessary, 
make adjustments. 

 
 

Methods 
We designate a member of staff to be Special Educational Needs Co-ordinator 
(SENCO). 
 
We ensure that the provision for children with SEN/disabilities is the respon-
sibility of all members of the setting. 
 
We ensure that our inclusive admissions practice ensures equality of access 
and opportunity. 
 
We ensure that our physical environment is as far as possible suitable for chil-
dren with disabilities. 

 
We work closely with parents of children with SEN/disabilities to create and 
maintain a positive partnership. 
 
We ensure that parents are informed at all stages of the assessment, planning, 
provision and review of their children's education. 
 
We liaise with other professionals involved with children with SEN/disabilities 
and their families, including transfer arrangements to other settings and 
schools. 
 
We provide a broad and balanced curriculum for all children with SEN/
disabilities. 
 
We provide a differentiated curriculum to meet individual needs and abilities. 
 
We use a system of planning, implementing, monitoring, evaluating and reviewing 
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 Behaviour Policy 
Children are encouraged to behave in a way which takes into consideration the 
needs of others and the smooth running of the preschool. We aim to provide 
and environment in which there is acceptable behaviour and where children 
learn to respect themselves, other people and their environment. 
 
Children who are seen to be behaving well are rewarded with praise, and acts 
of notable consideration are reported to their parents. 
 When children behave in unacceptable ways, we help them to see what was 
wrong and how to cope more appropriately.  We never send a child out of the 
room by themselves, and we never use or threaten to use physical punishment, 
such as smacking, or shaking. 
 
We only use physical restraint, such as holding, to prevent physical injury to 
children or adults, and/or serious damage to property.  Details of such an event 
are brought to the attention of the Preschool Leader, and are recorded in our 
incident Book. A parent is informed on the same day, and signs the incident 
Book to indicate that he/she has been informed. 
 
The Preschool has a named person who has overall responsibility for issues 
concerning behaviour.  This person will: 

 Keep him/herself up-to-date with legislation and research and thinking 
on handling children's behaviour. 

 Access relevant sources of expertise on handling children's behaviour; 
and 

 Check that all staff have relevant in-house training on handling chil-
dren's behaviour.  Keep a record of staff attendance at this training. 

 
All staff, volunteers and students will familiarise themselves with the pre-

school’s behaviour policy, and its rules for behaviour.  All staff, are to use 
positive strategies for handling any conflict by helping children find positive 
solutions in ways which are appropriate for the age and stage of the child's 
development. 
 
We work in partnership with children's parents.  Parents are regularly in-
formed about their children's behaviour by their key person.  We work with 
parents to address recurring unacceptable behaviour, using objective observa-
tion records to help us to understand the cause and to decide jointly how to 
respond appropriately.  
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 Behaviour Policy: Bullying                       
 
Bullying involves the persistent physical or verbal abuse of another child or 
children.  At the Lantern Preschool we take bullying very seriously. 

 
If a child bullies another child or children: 

 

 We intervene to stop the child harming the other child or children 
 

 We explain to the child doing the bullying why his/her behaviour is 
inappropriate 

 

 We give reassurance to the child or children who have been bullied 

 
 We help the child who has done the bullying to say sorry for his/her 

actions 
 

 We make sure that children who bully receive praise when they dis-
play acceptable behaviour 

 

 We do not label children who bully 
 

 When children bully, we discuss what has happened with their par-
ents and work out a plan for handling the child's behaviour. An inci-
dent report will be written for the parent to sign. 

 

 When children have been bullied, we share what has happened with 
their parents, explaining that the child who did the bullying is being 
helped to adopt more acceptable ways of behaving. 
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 The Lantern preschool is open to every family in the community. Families ap-
plying for a preschool place for their child(ren) will not be advantaged or dis-
advantaged on the grounds of age, gender,  class, family status, means, disabil-
ity, colour, ethnic origin, culture, religion, belief, or HIV/Aids Status.  They 
will be made aware that it is the preschool's normal practise to celebrate 
Christmas and Easter, to tell Bible stories from time to time and to give 
thanks to God before eating and drinking. 
We encourage children to contribute stories of their everyday life to play-
group. 
For families who have a first language other than English, we value the contri-
bution their culture and language offer. 
We offer a flexible payment system for families of differing means. 
  
 
 
Discriminatory Behaviour 
Discriminatory remarks and behaviour are not acceptable at the Lantern Play-
group.  If they occur the victim/s are treated sensitively and those responsi-
ble are helped to understand and overcome their prejudices. 
 
Equipment 
Preschool resources are selected to help children achieve a balanced view of 
the world with an appreciation of the diversity of race, physical ability, family 
structures etc. represented in it. 
Food  
We work in Partnership with parents to ensure that the medical, cultural, and 
dietary needs of children are met. 
Meetings 
Meetings are arranged to ensure that all families who wish to may be involved 
in the running of the Preschool 
 
Information about meetings is communicated in a variety of ways - written, 
verbal,  email and in translation, if necessary - to ensure that all parents have 
information about access to the meetings. 
 
Training 
We seek out training opportunities for staff and volunteers to enable them to 
develop practices which enable all children to flourish. 
We review our practices to ensure that we are fully implementing our policy 
for equality and diversity. 
 
Curriculum 
The curriculum offered in our preschool encourages children to develop 
Positive attitudes to people who are different from themselves. 
We do this by: 

 making children feel valued and good about themselves.  

 Ensuring that children have equality of access to learning. 

 Avoiding stereotypes or derogatory images in the selection of materi-
als. 

 Celebrating other cultures, festivals and beliefs. 

 Creating an environment of mutual respect and tolerance. 

 Helping children understand that discriminatory behaviour and re-
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 we provide information about opportunities for being involved in the 

pre-school in ways which are accessible to parents with basic skills 
needs, or those for whom English is an additional language; 

 

 we hold meetings in venues which are accessible and appropriate for 
all; 

 we welcome the contributions of parents, in whatever form these      
may take; 

 

 we inform all parents of the systems for registering queries, com-
plaints or suggestions and check to ensure these are understood.  All 
parents have access to our written complaints procedure; and 

 

 we provide opportunities for parents to learn about the preschool 
curriculum and about young children's learning, in the pre-school and 
at home. 

 

 There is a parents representative on the Playgroup Committee.  Par-
ents with comments or queries have the option of speaking with the 
parent's representative, who will pass the information on to the man-
ager, or committee. 

 In compliance with National Standards, the following documentation 
is in place: 

 admissions policy; 

 complaints procedure; 

 record of complaints; and 

 activities provided for children. 
 
 
 

Inclusion Policy  
Our Preschool is committed to providing equality of opportunity and anti-
discriminatory practice for all children and families. 
The legal framework for this policy is: 

Race Relations Act 1976 
Race Relations Amendment Act 2000 

Staff 
The staff of the Preschool are Christians trying to lead their lives in accord-
ance with the teaching of the Christian Church.  No application to become a 
playgroup leader or helper will be rejected on the grounds of age, gender, 
class, means, disability (when it does not affect the ability to do the job), 
colour or ethnic origin.  
 
Children and Families 
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 Safeguarding Children policy 
 

Aims 
Our aims are to: 
Our preschool wants to work with children, parents and the community to 
ensure the safety of children and to give them the very best start in life. 
Children are at the centre of everything that we do. 
We aim to: 

  create an environment in our pre-school which welcomes, encourages 
and stimulates children to develop a positive self-image, regardless 
of race, language, religion, culture or home background, which encour-
ages each child to fulfil their potential 

 

 help children to establish and sustain satisfying relationships within 
their families, with peers, and with other adults; 

 

 encourage children to develop a sense of autonomy and independence; 
 

 enable children to have the self confidence and the vocabulary to 
resist inappropriate approaches; and 

 

 work with parents to build their understanding of and commitment to 
the welfare of all our children. 

 
The legal framework for this work is: 

Every Child Matters, 2006 www.everychildmatters.gov.uk 
Children’s Plan 2007  www.dcsf.gov.uk/publications/childrensplan/ 

Early years Foundation Stage  2007 www.standards.dfes.gov.uk/eyfs/ 
The Rehabilitation of Offenders Act   www.homeoffice.co.uk 
The Children Act 1989, 2004 www.dcsf.gov.uk 
Human Rights Act 1998  www.dca.gov.uk/peoples-rights/human-rights 
Data Protection Act 1998    www.ico.gov.uk/ 
The Protection of Children Act 1999  www.opsi.gov.uk/ACTS/acts1999 
The Children (NI) Order 1995  www.opsi.gov.uk/si/si1995/ 
The Children (Scotland) Order 2005  www.opsi.gov.uk/si/

si2005/20050267.htm 
Liaison with other bodies 
We work within the Local Safeguarding Childrens’ Board(LSCB) guidelines, 
and ‘What to do if you think a child is being abused’ book, published for use 
in settings in Poole.  A copy of these guidelines is held in the preschool for 
staff to use and parents to see. 

The Government document Every child Matters tells us: The LSCB  is 
responsible for: 

 Developing police and practise in relation to Safeguarding in the Bor-
ough of Poole 

 Seeking to ensure arrangements are in place to safeguard children in 
the area 
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  Promoting awareness of safeguarding  issues and 

 Providing services which support children and families.    Phone: 01202 
735046  (Social Care HUB) 

It is the duty of the police to investigate criminal offences, and they will work 
jointly with Social services when investigating abuse on children and in families. 

 The safety and welfare of children is the responsibility of the local 
authority, working in partnership with other public organisations, Every 
Child matters, (2007 page:41) 

 We notify the registration authority (Ofsted) of any incident or acci-
dent and any changes in our arrangements which affect the wellbeing of 
children. 

 We have procedures for contacting the local authority on child protec-
tion issues, including maintaining a list of names, addresses and tele-
phone numbers of social workers, to ensure that it is easy, in any emer-
gency, for the pre-school and social services to work well together. 

 Records of the local NSPCC contacts are also kept. 

 If a report is to be made to the authorities, we act within the LSCB  
guidance in deciding whether we must inform the child's parents at the 
same time. 

 We provide adequate and appropriate staffing resources to meet the 
needs of children. 

 Applicants for posts within the pre-school are clearly informed that 
the positions are exempt from the Rehabilitation of Offenders Act 
1974.  Candidates are informed of the need to carry out checks before 
posts can be confirmed.  Where applications are rejected because of 
information that has been disclosed, applicants have the right to know 
and to challenge incorrect information. 

 
Staffing, Students and Volunteers 
In safeguarding children we will always adhere to government guidelines of an 
adult to child ratio of at lest 1:8,. Our Designated Safeguarding Lead (DSL) is: 
Jacki Chipchase and contingency arrangements are that the deputy will imple-
ment the safeguarding procedure in the absence of the DSL 

 

The role of the DSL is to make the decision to contact the social care duty 
officer and liaise with them if an issue is thought to be child protection.  The 
DSL with ensure all documentation if completed, Incident forms, disclosure 
forms, she will contact Ofsted if necessary, work with police, duty officer, 
health visitor, and the family and child to help support any case that is bought 
forward.  The DSL will keep up to date on changes in law and practise in safe-
guarding children, and will be responsible for annual in-house training to all 
staff on the settings safeguarding Procedures, phone umbers and updating all 
safeguarding documentation. The DSL completed CAF training December 
2009., now called PEHA , (Poole Early Help Assessment) 
 
We abide by Ofsted requirements in respect of references and police checks 
for staff and volunteers, to ensure that no disqualified person or unfit person 
works at the preschool or has access to the children. 
 
DBS checked members of staff will ensure that they are not putting them-
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 always require an explanation, and action should be based on professional 
judgement and usual safeguarding practice. Professionals should not suggest a 
possible reason for the bruising/bleeding/swelling but ask an open question to 
seek an explanation from the parent/ carer. 
 
Records must be signed, timed, dated, accurate, comprehensive and con-
temporaneous. 

Partnership With Parents Policy 
 
At the Lantern  we believe that children benefit most from preschool educa-
tion and care when parents and preschools work together in partnership. 
We aim 

 To support parents as their children's first and most important edu-
cators. 

 To involve parents in the life of the playgroup and their children's 
education. 

 To support parents in their own continuing education and personal 
development. 

 

In order to fulfill these aims: 

 we are committed to ongoing dialogue with parents to improve our 

knowledge of the needs of their children and to support their fami-

lies. A letter form the Preschool is given to the parents every half 

term.   

 

 through access to written information and through regular informal 

communication,  we inform all parents about how the group is run and 

its policies.  We check to ensure parents understand the information 

which is given to them.  Parents views are sought in a formal way, 

through meetings, when any major changes are decisions are being 

considered. (E.g. changes in  sessions or times). 

 

 we inform all parents on a regular basis about their children's pro-
gress; 

 

 we involve parents in the shared record keeping about their children - 
either formally or informally - and ensure parents have access to 
their children's written records; 

 

 we provide opportunities for parents to contribute their own skills, 
knowledge and interests to the activities of the group; 

 we consult with parents about the times of meetings to avoid exclud-
ing anyone; 
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 ance where views, faiths, cultures and races are valued and children are 
engaged with the wider community. 

 Children should acquire a tolerance and appreciation of and respect for 
their own and others cultures; know about similarities and differences 
between themselves and others and among families, faiths, communities, 
cultures and traditions and share and discuss practices, celebrations and 
experiences. 

 Staff encourage and explain the importance of tolerant behaviours such 
as sharing and respecting other’s opinions. 

 Staff  promote diverse attitudes and challenges stereotypes, for exam-
ple, sharing stories that reflect and value the diversity of children’s 
experiences and provide resources and activities that challenge gender, 
cultural and racial stereotyping. 

 
What is not acceptable is: 

 Actively promoting intolerance of other faiths, cultures and races 

 Failure to challenge gender stereotypies and routinely segregate girls 
and boys 

 Isolating children form their wider community 

 Failure to challenge  behaviours (whether staff, children or parents) 
that are not in line with fundamental British Values of democracy, rule 
of law, individual liberty, mutual respect and tolerance for those with 
different faiths and beliefs. 

 
Non-mobile Baby Policy 
Statement of Intent 

This is to provide practitioners with a strategy for the assessment, manage-
ment and referral of children who are not independently mobile who present 
with bruising or otherwise suspicious, marks; bleeding from the nose/mouth 
fractures (which may present as a swelling on the head or with reduced move-
ment of a limb); possible non accidental head injury (NAHI) or a burn/ scald. 
 
Policy 
It is the duty of the DSL to report any child who presents with any of the 
above. The guidance recognises that professional judgement and responsibility 
have to be exercised at all times, it errs on the side of caution by requiring 
that: 

All not independently mobile children with bruising or a burn or scald 
should be referred to Paediatrics AND to Children’s Social Care. 

All not independently mobile children with bleeding,  a swelling of the 
head or reduction in movement of a limb (which may indicate a frac-
ture at that site) should be discussed with a consultant paediatrician. 
There should be low threshold for referring to both Paediatrics and 
Children’s Social Care. 

While it is not always easy to identify with certainty a skin mark as a bruise or a 
burn a practitioners should take action in line with this protocol; if they suspect 
that the observed skin mark could be a bruise or a burn or could be the result 
of injury or trauma. 
Other marks, abrasions or presentations in children not independently mobile 
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selves or the children in their care in a compromising position by assisting chil-
dren with intimate care only when there are two members of staff present 
 
Volunteers and students will never be left alone with a child, and will always be 
shadowed by a DBS checked member of staff.  Permanent volunteers will be 
DBS checked by the police 
 
We abide by the Protection of Children Act requirements in respect of any 
person who is dismissed from our employment, or resigns in circumstances that 
would otherwise have lead to dismissal for reasons of child protection concern. 
 
We have procedures for recording the details of visitors to the pre-school. 

 
 
 Staffing, Students and Volunteers, cont 
We take security steps to ensure that we have control over who comes into the 
preschool so that no unauthorised person has unsupervised access to the chil-
dren. 
 
In agreement with the EYFS curriculum guidance, page 15, the Lantern Play-
group will run a key person system. Each child in the setting will be assigned a 
Key-person (permanent staff member) who will help to give assurance to the 
child helping them to feel safe and cared for, and building a relationship with 
parents/carers.  The key person will liaise with parents/carers to ensure that 
the child’s needs are being met appropriately and that records of development,  
and progress are shared with parents/carers and other professionals as neces-
sary. 

 

The Lantern Preschool has a staff recruitment policy which adheres to govern-
ment recruitment guidelines 

The Lantern Preschool abides by the protection of Children act 1999, 
www.opsi.gov.uk 

 

All visitors to the preschool  are referred to our visitor’s policy and re-
quested to sign in and out of the setting. 
 
Curriculum 

 We introduce key elements of child protection into our foundation 
stage curriculum, so that children can develop understanding of why and 
how to keep safe. Including stranger danger, and visits from local police 
and ambulance services. 

 We create within the pre-school a culture of value and respect for the 
individual. 

 We ensure that this is carried out in a way that is appropriate for the 
ages and stages of our children. 

 We aim to create within the pre-school a culture of respect and value 
for the individual and will ensure that this is carried out in a way that is 
appropriate for the ages and safe of the children, and is modelled by 
the adults in the setting 

Complaints 
We ensure that all parents know how to complain about staff or volunteer ac-
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tion within the pre-school, which may include an allegation of abuse.  Refer to 
the Pre-school’s Complaints Policy. 
 
We follow the guidance of the LSCB when investigating any complaint that a 
member of staff or volunteer has abused a child, and inform Ofsted of any 
such complaints so they can be investigated. 
 
Whistleblowing 
Staff are encouraged to speak to the DSL if they have any concerns/ allega-
tions about another member of staff. If that member of staff should be the 
DSL then they should go to the Chair of the committee. 
 
We follow all the disclosure and recording procedures when investigating an 
allegation that a member of staff or volunteer has abused a child as if it 
were an allegation of abuse by any other person. 
 
Ofsted Whistleblowing Hotline: 0300 1233155 
 
Disciplinary Action 
Where a member of staff or a volunteer is dismissed from the pre-school or 
internally disciplined because of misconduct relating to a child, we notify the 
Department of Health administrators so that the name may be included on 
the List for the Protection of Children and Vulnerable Adults. We also in-
form Ofsted, www.ofsted.gov.uk and the LSCB Local Authority Designated 
Officer (LADO) John McGlaughlin. 01202 714677 
 
Training 
We seek out training opportunities for all adults involved in the pre-school to 
ensure that they are able to recognise the signs -and symptoms of possible 
physical abuse, emotional abuse, sexual abuse and neglect and so that, they 
are aware of the local authority guidelines for making referrals.  We ensure 
that all staff know the procedures for reporting and recording their con-
cerns in the pre-school. 
 
 

PEHA training is for multi and inter agency working, equipping people to work 
effectively with those from other agencies, and ensuring employees are 
aware of how to recognise and respond to a safeguarding concern.  It is the 
Lantern preschool’s responsibility to recognise resources and support for 
inter agency training, including applying for funding from the Local Authori-
ty. 

 
All training in safeguarding and promoting welfare of children aims to create 
an ethos that: 

 Values working collaboratively 

 Respects diversity 

 Promotes equality 

 Is child centred 
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 British Values 
 
The fundamental  British values of democracy, rule of law, individual liberty, 
mutual respect and tolerance for those of different faiths and beliefs are 
already implicitly embedded in the 2014 EYFS stage. 
 
Democracy: Making decisions together 
As part of the focus on self awareness as cited in the PSED: 

 Managers and staff encourage the children to see their role in the 
bigger picture, encouraging children to know their views count, value 
each other’s views and values and talk about their feelings, for exam-
ple when they do or do not need help. When appropriate demonstrate 
democracy in action, for example, children sharing views on what the 
theme of their role play area could be with a show of hands. 

 Staff support the decisions that children make and provide activities 
that involve turn-taking , sharing and collaboration. Children should be 
given opportunities to develop enquiring minds in an atmosphere where 
questions are valued. 

 
Rule of law: understanding rules matter as cited in PSED 
 
As part of the focus on managing feelings and behaviour: 

 Staff ensure that children understand their own and theirs’ behaviour 
and its consequences, and learn to distinguish right from wrong. 

 Staff collaborate with the children to create rules and the codes of 
behaviour, for example to agree to the rules about tidying up and en-
sure that all the children understand rules apply to everyone. 

 
Individual Liberty: freedom for all 
 
As part of the focus on self confidence and self awareness and people and 
communities as cited in PSED and UW. 
 

 Children should develop a positive sense of themselves. Staff provide 
opportunities for children to develop  their self-knowledge, self-
esteem and increase their confidence in their own abilities, for exam-
ple through allowing children to take risks on an obstacle course, mix-
ing colours, talking about their experiences and learning. 

 Staff  encourage a range of experiences that allow children to explore 
the language of feelings and responsibility, reflect on the difference 
and understand we are free to have different opinions, for example in 
a small group discuss what they feel about transferring to reception 
class. 

 
Mutual respect and tolerance: treat others as you want to be treated 
 
As part of the focus on people and communities, managing feelings and behav-
iours and making relationships as cited in PSED and UW: 
 

 Manager and leaders should create an ethos of inclusivity and toler-

http://www.ofsted.gov.uk/
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 Prevent 
Prevent is designed to spot signs of radicalisation or extremism in the early 
stages and prevent them progressing. 
 
Radicalisation is defined as ‘ the act of making a person more radical or 
favouring of extreme or fundamental changes in political, economic or social 
conditions, institutions or habits of the mind’ 
 
Extremism: is defined as ‘vocal or active opposition to fundamental British 
Values, including democracy, the rule of law, individual liberty and mutual 
respect and tolerance of different faiths and beliefs. We also include in our 
definition of extremism calls for the death of members of our armed forc-
es.’ 
 
 
Key indicators: 
There are a number of indicators or behaviours within families or in an indi-
vidual which may indicate that they are at risk of being radicalised or ex-
posed to extreme views. This includes children and young people. 
 

 Day to day behavior changes, increasingly centred on extremist ide-
ology. 

 Becoming isolated, loss of interest in friends and activities not asso-
ciated with the extremist ideology, group or cause. 

 Possession of materials or symbols associated with an extremist 
cause 

 Attempts to recruit others the group/cause 

 Communications with others that suggests identification with a 
group, cause or ideology 

 Spending increasing time in the company of other suspected extrem-
ists 

 Changing their style of dress or personal appearance to accord with 
the group 

 Using insulting or derogatory names for another group 
 
At our preschool we deliver the EYFS statutory framework, which is broad 
and balanced. It promotes  respect tolerance and diversity. 
The children are encouraged to share their views and recognise that they 
are entitled to have their own different beliefs which should not influence 
others. PSED provision is embedded across the EYFS. It is recognised that 
children with low aspirations are more vulnerable to radicalisation and 
therefore we strive to equip children with confidence, self belief, respect 
and tolerance  as well as setting high standards and expectations for them-
selves. 
Further information can be found: https://www.gov.uk/government/
publications-children-from-radicalisation–the-prevent-duty 
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Promotes the participation of children and families in the process 
 
 
Suitable premises   
The Lantern Preschool  aims to have a welcoming, warm, safe environment for 
children to learn and develop in, ensuring that our premises are suitable for 
children who have disabilities, and reflect ethnic, cultural, and social diversity.  
We commit to making risk assessments regularly. EYFS 2007, p17 
Responding to suspicions of abuse 
 
We acknowledge that abuse of children can take four different forms: 

Physical abuse 

May involve; hitting, shaking, throwing, poisoning, burning, scalding, drowning, 
suffocating, or other wise causing physical harm to a child.  Physical harm my 
also be cause when a parent or carer fabricates the symptoms of, or deliber-
ately induces illness in a child. 
 
Emotional abuse: 
Emotional abuse is persistent emotional maltreatment of a child, such as to 
cause severe and persistent adverse effects on the child’s emotional develop-
ment.  Refer to the Playgroup’s bullying policy, and Child Protection training 
notes 

Some level of emotional abuse is involved in all types of maltreatment of a 
child, although it may occur alone. 
 
Sexual abuse/ Child Sexual Exploitation CSE 
Sexual abuse involves forcing or enticing a child or young person to take part 
in sexual activities, including prostitution, whether or not the child is aware of 
what is happening.  This may include physical contact with a child or young 
person, and non-contact, such as the production of and watching of on-line 
images, and sexual activities, or encouraging children to behave in a sexually 
inappropriate way.  

Female Genital Mutilation FGM . We do not condone this practice and look for 
signs of behaviours of parents or children  where it may occur and report any 
suspicions. 

 
Neglect 
This is the persistent failure to meet a child’s basic physical or psychological 
needs, likely to involve serious impairment to a child’s health and development.  
It may also include neglect of, or unresponsiveness to a child’s emotional 
needs. 
 

 
 
 
When children are suffering from physical, sexual or emotional abuse, this 
may be demonstrated through changes in their behaviour, or in their play.  
This will be often be noticed through observations, and knowledge, of the key 
person, about the child. 
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 Where a child shows signs and symptoms of ‘failure to thrive’, or neglect, we 
will refer to the Poole area child protection committee. 
Where such changes in behaviour occur, or where children's play gives cause 
for concern, the pre-school investigates. 
 
We allow investigations to be carried out with sensitivity, staff in the pre-
school takes care not to influence the outcome either through the way they 
speak to children or ask questions of children. 
 
These records are signed and dated and kept in a separate confidential file. 
 
All members of staff know the procedures for recording and reporting. 
 
 
Allegations of abuse against a member of staff 
If a compliant or allegation is made about a member of staff that questions 
the safety of children in their care the staff member will be suspended imme-
diately and an investigation will follow as set out in our complaints policy.  We 
will work with the police and LSCB , LADO to ensure the safety and care of 
the children. Any allegation against a member of staff must be reported to 
the Borough of Poole LADO who will offer further guidance and support. (John 
McGlaughlin) We will support the family and staff member during any investi-
gation, and find a way or working together. 
 
Disclosures 
When a child makes a disclosure to a member of staff, or staff witnesses 
something that might raise child protection concerns, they: 

 Take the child seriously, however young or confused they are 

 Offer assurance to the child 

 Keeps calm, will not show distress 

 Does not promise confidentiality 

 Will not ask questions or stop the child’s talking 

 Will give assurance the she/he will take action in a way that the child 
understands 

 offers reassurance to the child; 

 Listens to the child;  and 

 Gives reassurance that she or he will take action. 

 Will not jump to conclusions, or make promises they cannot keep 

 Will inform the setting child protection officer of the disclosure, and 
immediately complete a disclosure/incident form with facts only. 

 
The member of staff does not question the child 
 
Recording suspicions of abuse and disclosures 
Staff makes a record of: 

 The child's name; 

 The child's address; 

 Childs’s date of birth 

 The date and time of the observation or the disclosure; 
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 An objective record of the observation or disclosure; 

 The exact words spoken by the child; 

 The name of the person to whom the concern was reported, with 
date and time;  

 The names of any other person present at the time. 

 Is the parent aware of the referral? 
Records will be shared with Social Services, and police where necessary, and 
will be kept safe in a box file in the pre-school locked cupboard, with which 
the manager and 2 deputies have a key. As per the data protection Act 
1998, 
records will be destroyed by shredding when a case is closed by the police 
or LSCB.  Information of data protection can be found from the information 
commissioner general help line 01625 545 745 
 
Informing Parents 
If a suspicion of abuse is recorded, parents are informed at the same time 
as the report is made, except where the guidance of the local LSCB does 
not allow this.  This will usually be the case where the parent is the likely 
abuser.  In these cases the investigating officers will inform parents. 
 
The Poole area child protection committee duty officer will take the lead, 
and inform what to do if the child is still in playgroup care.  The playgroup 
staff will work with and adhere to the LSCB advice. 
 
Confidentiality 
All suspicions and investigations are kept confidential and shared only with 
those who need to know.  Any information is shared under the guidance of 
the LSCB. and with consideration to the Data protection act 1998 
 
Support to families 
The pre-school takes every step in its power to build up trusting and sup-
portive relations among families, staff and volunteers in the group. 
 
 

 The pre-school continues to welcome the child and the family whilst 
investigations are being made in relation to abuse in the home situa-
tion. 

 

 Confidential records kept on a child are shared with the child's par-
ents or those who have parental responsibility for the child only if 
appropriate under the guidance of the LSCB. 

 

 With the proviso that the care and safety of the child is paramount, 
we do all in our power to support and work with the child's family. 

 
Refer to the Lantern Preschool Partnership with Parents Policy. 
 
 
 
 


